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NdicefrantheMidnigen Departmat o Treesry

Y ou should have aready received aletter from the Michigan Department of Treasury describing
the new dectronic filing standards mandate. Included with the letter were a Trading Partner
Agreement and an gpplication for eectronic filing. As some companies will be filing as both
terminal and supplier, you may have received more than one application depending on the
sarvices you provide. These documents are crucid to your participation and success in the
electronic filing program

Filling out the application completely is a mandatory and essential step in your participation in
the electronic filing program. Once your completed application is received and processed by
Treasury, a user-id and password will be issued to you. It is important to note that you will
not receive your user-id and password until you have submitted your application.

If you have not received a letter or have misplaced your copy, please call the Customer
Contact Division, Specia Taxes Section at (517) 636-4600.
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Application

Stepsfor Completing an Application

Please refer to Graphic 1.1 on the following page for assistance in completing your
application. The numbers preceding the instructions listed below refer to the numbered
fields on the application form.

1-12. Please complete al identifying information.
13-14.  Thesefieldsare for Treasury useonly.

15. Indicate the type of file you will be submitting. Any of the transmission format
methods listed are acceptable, but you can choose only one option Please do not
attempt to select multiple filing methods. If you are unsure of your filing type
please fed free to cal the Customer Contact Division, Special Taxes Section at
(517) 636-4600.

16. An authorized person must sign the certification in order for the application to be
accepted. If the application is submitted without a signature, it will be considered
incomplete, and your participation in the eectronic filing program may be
delayed. You will be contacted by telephone if your application is not complete;
correction and re-submittal will be requested.
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L ogging onto the System

Once you have submitted your application and Treasury approves it, you will receive a user-id
and password via Postal mail. For security purposes, this information will not be e-mailed.

You will file your tax report by accessing the State of Michigan, Department of Treasury
website. There are two ways to access the Motor Fuel E-File Information page.

The Internet address for the State of Michigan, Department of Treasury webste is
http://www.michigan.gov/treasury. The Motor Fud information is located in the “Business’
category under “Business E-Fil€’.

Click on “Business’ from the Treasury home page:

File  Edit View

Favaorites

Tools  Help

& Back - = - 2] at | Qi Search (i Favoites GhMedia £% | E\-SH - 5

o] @60 | Links ”

Michigan.gow Home
Individual

9
Business
Local Government
Public Institutions
Financial Institutions
Taxpayer
Representative

Inside Treasury

iy

LAY

Address I:@:I hittp: e mi. gonetreasury

Department o

-f
elr]ed \
Gdsuly
- et i
T

Treasury Home | Sitemap | Contact Treasuny | FAQ | Formz | State Web Sites

Welcome to the Michigan Department of Treasury

A message from State Treasurer Jay B. Rising

Personalize Michigan.gov,
click here to see how...

Az State Treasurer, | would like to welcome you to the
Michigan Department of Treasuny Web site. The
Department of Treasuny has a wide range of
responsibilities, including the collection, inwestment, and
disbursement of all state monies and the administration of
major tax lawe,

The Depatment of Treazury is committed to providing the
citizens of Michigan with easy access to comprehensive
and uzeful information regarding the functions of thiz
department. Whetheryou are looking for Individual Income
Tax forms, information on e-filing, Revenue Administrative
Bulletins or Revenue, Economic and Budget data, | hope
wou find what vou are looking forwithin this site.

Click here for a Biography of State Treasurer Jay B. Rising.

What's New at Treasury

» 2002 Income Tax Forms
Dovwnleadable 2002 Income Tax Ferms and Instructions,

» 2002 Sales & Use Tax Forms
Cownloadable 2002 Sales & Use Tax Forms.

= Free e-file Senices

€]

Treasury Quick Links
= |ndividual E-File
=Business E-File
=Educatian

=|ncame Tax Forms
»|RS Weh Site
=Press Releases

= Hevenue, Economic
& Budget Data

#=Unclaimed Property

=Business Tax Forms

=Estimate Penalty &
Interest

-

’_l_ ’_|° Internet

SIE
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Click on “Business E-File” from the Business page:

Fle Edt Miew Favoites Tools  Help ﬁ
GBack - = - (5 7 | ‘@ Search (G Favorites 0 Media ®| By S A - P

Address I@ hittp: A mi.goveAtreasung/0,1607,7-127-1750--- 00_html j (‘QGQ' | Limks **

Dep:

I_ Search @

Michigan.gow Home Treasury Home | Sitemap | Contact Treasury | FAQ | Forms | State WWeb Sites

What's New

= 2002 Single Business Tax Forms
Cownloadable 2002 Single Business Tax Forms and Instructions. Treasury Quick Links

= More = Individual E-File

= Business E-File

= Single Business Tax e-file is herel
Beginning with 2002 SBT forms, refund returnz will be accepted through the

Intemet. Mo paperto mail, ... =Education
> Maore >Income Tax Forms
= Establishing a New Business :
” P - y ’ =|RS Weh Site
Taxpayers are required to meet certain obligations under Michigan law, including
filing tax returns ... = Press Feleases
= 7
Mare | 1. Revenue, Economic
- & Budget Data
[ New Business | [ Hon Profit | -
Click here for: information on starting a Click here for: information on Michigan > Unclaimed Propert
nen business in Michigan and registration State Hospital Finance Authority (MSHFA) = Business Tax Forms
—_— forms. and Michigan Higher Education Facilities - 1
; Individual Authority (MHEFA). = Estirmate Penalty &

Interest
Reports | Software Developer

.'. Local Government Click here for: downloadable tasx, rewenue  Click here for information on draft tax

and economic reports. forms; file specifications, test package and
. . . related information for e-file and 2D
..;, Public Institutions R
@ Financial Institutions [ Debtor | [Taxpayer
Click here for information on tax Click here for information an business
Ta ayer clearanca. taxes, discovery tax and forms and
._,'/ Representative Instidictions:
[ Broadhand Authority | [ Business EFile | =l
[&] hittp v mi. gov treasur0,1607,7-121-1750_22564---,00. htrrl |4 Intemet o
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Click on “Motor Fud E-File’ to proceed:

Business E-File - Microsoft Internet Explorer

le  Edit Mew Favorites Tools  Help

|

J = Back = = - @ 4 | @Search (3] Favwarites gHistory ||%v S TF -

J Address I@ Rkt f s, richigan, gowftreasury0, 1607, 7-121-1750_22564---, 00, Kl

TremrunHome | SEmED | CorbotTreanny | FAD | Foms | SHENkbStes

PRINTER
friendiy

Business E-File

Treasury Quick Links
= Individual E-Filz:

Listed below are e-file services now available for business taxpayers.

- Sindgle Business Tax E-File

« Motor Fuel E-File

= Business E-File

, Individual

o
o

Local Government
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= Business E-File

= Education

= Income Tax Forms
= RS Weh Site

= Press Releases

= Revenue, Economic &
Budaet Data

= Unclaimed Property

= Business Tax Forms
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You may adso access the Motor Fue E-File information page by using this webste:
http://www.michigan.gov/motorfuelefile. If necessary, use your scroll bar to locate the Motor
Fud E-File options listed on the page.

Motor Fuel E-Fileinformation page: -top of page (more below)

3 Motor Fuel Tax Electronic Filing Program - Microsoft Internet Explorer

_{5] x|
J File Edit Wiew Favorites Tools  Help ﬁ

J = Back - = - @ i) | @Search (3] Favarites @History ||%v S TF -

| Address |@ hittp: v, michigan, govitreasuryi0, 1607, 7-121-1750_22564-81382--,00,html | e |J Links >

Treasany Home | Stemap | CobBetTrarany | FAQ | Foms | SiEe kb Sher ISearc:h @

r'::ﬁ'n'.‘;urvER . Personalize Michigan.gov,
click here to see how...

Related Content
= Business E-File

Motor Fuel Tax Electronic Filing Program

welcome to the Michigan Department of Tressury's Motor Fuel Tax Electronic Filing 2 w
Program for the Terminal Operstors and Licensed Suppliers. Before wyou can Electronic Filing Program
participate in the Motor Fuel e-file program, you must complete the

appropriate application and the Trading Partner Agreement *.

An approval notification is mailed to the address provided within 7-10 business days
after receipt of your completed application and Trading Partner Agreement. Included
with wour approval notification is & wser D oand password for transmitting return
information to Treasury. After successfully completing system testing, you will be
given aspproval to access the secure Web site to e-file live Terminal Operator or
Supplier reports.

@ Individual
-

For more information on the Motor Fuel e-file program, please refer to the e-fie
publications and forms listed below.
Local Government

|7 Done l_’_|° Internet
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Motor Fue E-Fileinformation page: (scrolled down)

Motor Fuel Tax Electronic Filing Program - Microsoft Internet Explorer =]

J File Edit ‘iew Favorites Tools  Help |ﬁ

J = Back = = - @ 4 | @Search (3] Favwarites @History ||%v S TF -

| Address |@] http: ffvwwn, michigan . govitreasury(a, 1607, 7-121-1750_22564-61382--,00, html | e |J Links *
S e . I
Public Institutions Application Motor Fuel e-file Testing _|
= 3999 Trading Partner Agreement Submit test returns and retrieve
) ) e it ) o acknovwlsdgements.
Financial Institutions = 4001, Supplier Electronic Filing
Application qiek ’
= 4002, Terminal Operator Electronic Coming Soon!

._/ Representatwe Filine Application ik

@ Irside Treasury

* Bpplication 3ud TN Pake § Agreeme it g Hned
betare -k process cah beg .

E-File Documents Motor Fuel e-file

File specifications and related Submit returns and retrieve
publications for the Motar Fuel e-file acknowledgements.
RrOgram.

Coming Soon!

o

ARS X112 Wersion 4050 pan
AMEL X112 Wersion 4050w
ARE 12 Yersion 4010 Terminal
Operators Snly

ARE 12 Wersion 4010 Terminal
Opetators Only mond

ASCI File Format

W

o

o

Michigah qou Home | CovBetTreasry | Stk kb Stes | FAQ | Shma
Prkay Poliey | LIk Polksy | Access Dty Policy | Sectiily Polioy ;I

|@ il il |° Internet
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After selecting the “Motor Fuel E-file’ box, the “Michigan Motor Fuel E-Filing System”
secure log-in screen will appear.

Enter your user-id and password exactly as they were listed in the letter you received from the
Department of Treasury. Keep in mind that passwords are case sengitive. If you receive an
error, check to ensure that you do not have CAPS LOCK on, then retry.

Y ou have limited attempts to login to the system. if you fail to login, your account will be
locked. If this occurs, please call the Customer Contact Division, Specia Taxes Section at
(517) 636-4600 to have your account released.

Fi=  Edl Yew Fgvorlez: Iook  Help
L T I T B | ﬂ-l Diseaich [dyFavmibes fiMeds (| B Sh - HF &

| Az [ hiip bt AA 061 3/Prof_Lipicaa Login 0 o] #oe |trke®

T FLETRE R I -.:.-.-_
N -~ i
= e - SITRAIE T2V | <
Rlichigan. e Hams TraaiureHems | SHemap | Cendadt Treaoure | EAQ | Eoms | Slals Wik Sike s
CUSTOMER LOGIN

Michigan Motor Fuel E-Filing System

LISemarne;
irase sersile)

Login |

For secunty purpases, please anier the usemama and password that sweere supphed to you by The State of Michigan.

If yaw do not hawe this information, plesse call the Custorner Contact Division, Special Texes Section at (317) 635-4600
to raceive furthar instructions. You may also refarence (e instruchon manoal available

online by cicking hers fiotor Fusl E-Fis Instructions

w Wou will have limited sHempis 1o login 1o he system. Hyou fail 1o lagin, your accoust wil be bcked out.
IF pou ara lnchad out, plaase call (S17) 5369500 10 heve your aocaun releaaad.

If yaurgcene an gror messaye indicating that your browser does not support T28-bit encryptian, ¥ou most
upgrade Four browsar, Plaasa Tollow this link for assistance in resoking his issus

Thiz application works bastwith a browser of Imtemet Explorsr 5.5 or grester. To upgrads:
# Intzmet Explooer Users- Fleass referto the bores = Doonloads Wb Sde to0 more inshuctions and dosnioads.
% Flshcaps Uisn. Flsaxs refsrio Hebcaps's Dosnloads Wabh =ds 4ar mars inriudicne and doanioads

: - |
&li || |_ ELnnuliﬁaﬂ &

Graphic 1.7

After successfully completing your log- in you will be directed to the upload web page, shown
in Graphic 1.8.
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3 FTP Welcome Page - Microsoft Internet E xplorer

Fle Edit Wiew Fawvortes Tools Help |

4= Back - =y - () | QiSearch [ilFavoites fiMeda 4 | By S5 A - ¥ A
Address I@ hitp: A Avalued- 4020641 3/ProlUpload/prod02 htm j @Go | Links >

Department.of

JIEasuny

_E_E_MIC':I'O;Z 2 Treasury Home | Sitemap | Contact Treasury | FEAQ | Forms | State Wreb Sites | French %ersion =

MOTOR FUEL E-FILE

Welcome,

¢ If you are hoth a terminal and a supplier you must submit the files separately, unless you are an EDI
filer and your tax data is combined into one file.
+ Required fields are indicated with an asterisk { * )

|Choose One &l <+— Senl

* Select the type of taz report from the drop down menu.

* Is this 15 an orginal or amended file?

Original Amended © l Step 2

* Select the filing period from the drop down menus. |Se|ect Monthj |Se|ec:t ‘T’earj <

Step 3

* Tse the browse button to select the file that you want to submit. You raust select a file that uses your approved format.

Browse. . | 4——

Step 4
Thank you for using the Wotor Fuel E-Filing system. S l fose ! Step 5
|&] Done [ [ | BE Local intranet 4'
Graphic 1.8

Uploading your Files

After entering your correct user-id and password, you will be directed to the upload web
page shown in Graphic 1.8 above. Thisis a secure website, which can only be entered from

the login page.
Please follow the steps described below to submit your tax report electronically.

Step #1 — Select the type of tax report you are submitting. EDI filers may select the
“Combined” filing option if you are transmitting a file that contains your Supplier and
Terminal Operator data. All other filers must send each file individualy. After you have
uploaded the first file and received a confirmation number, the system will provide the
option to upload another file or exit the system.
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Step #2 — Choose whether you are submitting a new or amended filing.

NOTE: For your first submission and for testing purposes only, we are asking that
you send all filesas“ new” . Once your account status is changed to active, you may
send both new and amended files, as appropriate, via this website.

Step #3 — Select the period for which you are filing. This field will be populated with data
retrieved from your profile. For instance, if you are a filer who only files quarterly, the
system will reflect this information. If the period for which you are attempting to file does
not appear, please call the Customer Contact Division, Special Taxes Section at (517) 636-
4600.

Step #4 — The browse button will assist you in locating your file on your computer. When
you select the browse button a pop-up box will appear from which you may select your file.
If you prefer you may manually enter the pathto the file. Please ensure that you type in the
complete and correct path i.e. c:\upload_filessmyfilexml.

Noteto filers. We suggest that you apply a file naming convention to assist you in
naming and retrieving files. Choose something that will assist you in your efforts to
archive the filessent. For instance, if you name the first file you send with a generic
name such as “mytaxinfol.txt”, and then for the next month you name the file
“mytaxinfo2.txt”, it can quickly become confusing as additional files are created.

A simplistic approach to naming your files could be to add the period for which you
are filing to the document name. “Tax090linfo.txt”, for instance, 09 reflects
September and O1 reflects the year 2001. Such a naming convention clearly
indicates the month and year for which the file was sent. This method aso provides
benefits for your own record keeping. Please note that thisis a suggestion and NOT
a mandatory requirement for using the web filing process.

Step #5 — Click the submit button to electronically send the file to the secure drop box.
This may take a few minutes depending on the file size and connection speed so please be
patient.

Confirmation and Print

After the file has successfully uploaded, a confirmation page will indicate your file was
received. Your confirmation number is also contained on the confirmation page. We
suggest you maintain a record of your confirmation number by either printing this page or
by making a written record of your confirmation number. To print the page, click on the
“print” button. The confirmation number will allow you to track your file as it traverses
through the system.

Please note that if you press the Exit button without printing, you will not be able to re-
generate or retrieve your confirmation number.
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Sending a Second File

If you have a second file to send, from the confirmation page, click the “To submit another
file, please click here” link which will take you back to the upload screen. This step will be
required for companies who are both suppliers and terminals and who are required to submit
two separate reports. Please follow the same process you have just completed to send the

second file.

‘R FTP Welcome Page - Microsoft Internet E xplorer

File  Edit View Favortes Tools Help

4= Hack « = - (&Y i | Qi Search [GefFavortes 0 Media 3 | By S A - ¥ A

Address I@ http: /v alued-40e06d13/Prol_Uplaad/confirm. hirm j 6} Gao | Lirks **

Michigan.gov Home Treasury Home | Sitemap | Contact Treasury | FAQ | Forms | State Wieb Sites
CONFIRMATION PAGE

Thanlk wou, we have recerved your file.
Your confirmation number 1z SHEEEEEREEEE

To submit another file please clhick here

PRIMNT LOGOUT

We recommend printing this page hefore exiting. If you fail to do so, you
will not be able to print it at a later time.

Michigan.gew Home | Contact Treasury | State Wieb Sites | FAQ | Sitemap
Privacy Poliey | Link Policy | Accessibility Poliey | Security Policy

Copyright 7 2001-2003 State of Michigan

|@ Cione l_l_l_ (B Local intranet o
Graphic 1.9

Exiting the System

When you have finished uploading files, click the “LOGOUT” button and you will return to the
Michigan Motor Fud E-File Page.
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First-Time Users - How to Test Your EDI File

Once you receive your user-id and password, you must submit a “test” file. Thisisasingle
file that will provide the Department of Treasury with the opportunity to ensure that your
file format is compatible throughout the system. If the file fails or creates an error at any
point, you will be notified via telephone with the details of the problem. You will then be
asked to correct and resubmit the file. The process outlined in this manual will assist you in
submitting your test file. The steps for submitting remain the same, with the only
difference being that you will use the link in the box labeled Motor Fuel E-File Testing in
graphic 1.6. Please note that you will NOT recelve a confirmation number during the
testing phase.

After you have successfully submitted a file, and the data passes through the system
without error, you will be contacted and asked to resubmit the file for production and
processing of the information into a tax return. The first filing you send will NOT be used
to create a tax return. It is therefore imperative that you re-submit the file as soon as you
are asked to do so. You should have to send each test file only once, however if there are
errors or problems, you may have to resubmit the file. Two successful transmissions
containing different file periods must be tested successfully before we will move afiler into
production mode.

Questions

If you have any questions regarding this manual or any of the steps involved in filing your
tax return electronically, please call the Customer Contact Division, Special Taxes Section
at (517) 636-4600.

It is our hope that your participation in the eectronic filing program will be both smple and

rewarding. We here at the Department of Treasury look forward to working with you in this
exciting new initiative.
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